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kn tv W H lnsures ^at fH military personnel are afforded the oppor- 
tunity to utilize maximum available leave time and to establish procedures 
for processing leave applications. procedures 

?® c ? ion chie f s will personally monitor the leave plans of per- 
flict withTmrk eir h J !? r T" SdlCt A 0n * endorsing leave requests so as not to con- 
Of the CommaSSr? leaVe re,luests =>*.!«« final approval 

i!n^<o^ edUreS ‘ S f c !' ion Chiefs will maintain a leave roster of all personnel 

^on^rLHlS 1 , T h - S ff ing " U1 lnalcate the Plnns P : f h“ 

personnei and will be maintained for the current military leave vear. The 
o l ing P rocedures W H 1 he followed when applying for leave authorizations. 

a. AF Form 988 (Leave Request/Authorization) will be used in anolvinff 

£ n initiated iy the HC0IC - “La. 

of leave unle J of It not later than five days prior to effective date 

ox leave, unless of an emergency nature. 

b. Forms will be signed by the individual and required section chief and 
authentication? PerS ° nnel ° ffiCe f ° r a ^ roval * the Commander and for official 

Personne^oScr 13 /^ 11 ^^ 0 ° Ut by Ph ° ne fr ° m their local residence or in the 
the Save auSorhaUon P “ tUr<! ^ " U1 aSree “ ith th ° sa « 

and ° ris ^ n f c °py of the AF Form 938 will be returned to the individual 

and will be carried at. all times while on leave. individual 

e. Individuals will sign in at the Personnel Office upon return from leave. 
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